Study Guide 


Common Opening Questions Section 


(See Other Sections For Their Study Guides) 


The Study Guide is intended to help you take notes and to recall the information 
in the questions section and develop your own personal answers as preparation 
for a job interview. 


Very important that you watch each lessons video to get the complete 
information and a demonstration of how to respond to each specific question. 


Use suggestions and then personalize to what fits your experience and 
background and how it relates to the specific job you are applying for. 


The key is to be honest and put yourself in the best circumstance to give a great 
answer that helps you to get a job offer. 


This material is copyrighted and should not be shared with others and is for the 
personal use of students in this course. 
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INTERVIEWER QUESTION: Tell Me about Yourself 


WHAT INTERVIEWER LOOKING FOR: 
Break the ice and help you to relax. 


Give you a chance to talk about yourself and start how you may fit the job 


YOU’RE RESPONSE KEYS 

Great opportunity to hit your big highlights for further discussion in the interview. 
Focus on your strengths and how they fit the job. 

Don’t be shy here. 


Focus on professional life and relation to job. 


EXAMPLE 


After graduating from University with a majorin_____ Iworkedfor________ Company 
which was great because | learned a lot about the industry and had great success being 
recognized for === and__—sSsf¥ |wasthenpromotedto__—S where | was able to 
accomplish_______ and now looking for an opportunity to further use my skills in a 
company like yours as a _ 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: What are you looking for in your next job? 


WHAT INTERVIEWER LOOKING FOR: 


Want to know why looking for a new job. Good reason such as move on in career or maybe you 
were let go from previous job. 


Mostly looking for fit here. Does what you are looking for fit what they have to offer? 


YOU’RE RESPONSE KEYS 
What you are looking for is that exact job. 


You may be looking at other jobs and other opportunities but match your response directly 
with that job description without being too obvious. 


Key is that you want the interviewer to know that you are a serious candidate and good fit. 


EXAMPLE 

| have put a lot of thought into my next career step and know that my experience with ; 
plus ____,and__ is what I do best and allows me to really contribute to an 
organization because | can use my strengths around ss, and _. When I saw your job 


posting it seems like a perfect fit for me and where I can really make a difference for the XYZ 
Corporation and that is why | am really glad to be talking with you today. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: Why Are You Interviewing? 


WHAT INTERVIEWER LOOKING FOR: 
Genuinely want to know to see if reasons are understandable. 
Looking to make sure not fired or some other reason and to uncover that early. 


Ok if company is struggling and worried they may go out of business and that is why you are 
looking. 


YOU’RE RESPONSE KEYS 
Want to move ahead in your career that current place cannot fulfill. 
Maybe related to promotion opportunities of simply change careers. 


If happy tell them you are happy and only selectively looking at other possible companies as 
part of your own job growth. 


EXAMPLE 


Where | can best help an organization and move forward in my career is as a _ and 





at my current place they do not have those type of opportunities available. When | saw your job 
posting that seemed like a perfect fit where I can really contribute. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: Walk me through your job history... 


WHAT INTERVIEWER LOOKING FOR: 


A quick review of where you worked, what you did, and importantly why you made the changes 
to a new job you did. 


Key word is quick. They will ask more questions to get detail. 


YOU’RE RESPONSE KEYS 
Give a relatively quick overview. 


However, not just simply a list but highlight a few successes along the way and also why you 
made a change. 


Focus more on companies or positions that are most relevant to you. 


EXAMPLE 

AT the XYZ Company Iwasa______in charge of __ which was great and even won an 
award for my performance with___ __ but I really wanted to grow in my career and that 
is why I moved to ABC Company asa______. At ABC I was responsible for____ and E 
plus | was able to use my strengths suchas__and___ a.. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 


Copyright of Steve Ballinger And Skill Build Online and Steve Ballinger and cannot be reproduced for 
commercial use. 


INTERVIEWER QUESTION: What aspects of you are most crucial? 


WHAT INTERVIEWER LOOKING FOR: 
What do you see as a priority? 


How relate to their priorities. 


YOU’RE RESPONSE KEYS 


Talk about transferable skills and how used them that re related to the company you are 
applying to. 


EXAMPLE 


In my current job it is very important to be a great team member. Not only for the teams | am 
on as a member but | also lead smaller teams as well so important to be not only a leader but 
also a key contributing member. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: Have you ever been terminated or asked to resign 


WHAT INTERVIEWER LOOKING FOR: 


Quick question to see your response or Interviewer saw a gap in your employment. 


YOU’RE RESPONSE KEYS 
If no then just say no. That’s it. 


If yes, maybe something beyond your control (Mass layoff) or made a mistake early in career 
and what learned from it. 


Practice this well if yes for you. 


EXAMPLE 


You know | was about 10 years ago at ABC Company. What happened was | was a top 
performer but they laid off everyone in the entire department because the department was 
outsourced. | was offered another job at the company but decided to move on where | could 
use my skillsin == and____ more. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: What is your greatest strength? 


WHAT INTERVIEWER LOOKING FOR: 


See what you feel you do best and how fits with the job and organization needs. 


YOU’RE RESPONSE KEYS 
Need to nail this question as comes up different ways in other questions. 
Don’t be shy. Tell them as they need to know. 


Use specific example to drive home. 


EXAMPLE 


One of my greatest strengths is | am a dynamic presenter who can hold an audience and speak 
on a moment’s notice. In fact, | was speaking at a conference and a later presenter was not able 
to attend due to a sudden illness so they gave me his presentation with about 24 hours’ notice 
and since | knew the subject matter at least a little | went on for the other person and the 
conference sponsor and their attendees were very appreciative. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: What is your greatest weakness? 


WHAT INTERVIEWER LOOKING FOR: 
See if you will give them a reason not to hire you. 
Learn more about what you may need additional training on. 


Discover a red flag or maybe a reason you do not fit the organization. 


YOU’RE RESPONSE KEYS 
Tell them a weakness that is not critical to the job applying for. 
Talk about how you improved and continue to improve on it. 


Your weakness may even be a strength in disguise. 


EXAMPLE 


One thing | am working on is that | work very hard and have high expectations for myself. As a 
manager sometimes | may expect too much from the people who report to me. What I have 
done was to make sure | leverage my strength of being a great communicator to make sure the 
team understand that | want what is best for them and the company and we can talk and work 
through anything at any time. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: How has been your experience with our interview process so far? 


WHAT INTERVIEWER LOOKING FOR: 
Want to know process is working...or not. 
Are you being treated well? Remember, you may be a great candidate they will want to hire. 


Nice opener for small talk. Easy relaxed question. 


YOU’RE RESPONSE KEYS 
It’s great (Even if maybe not). 


Highlight any people who have been helpful or kind. 


EXAMPLE 


It’s been great and | have really learned a lot more about the XYZ Company by going through 
the process. In particular _and __ _ have been terrific with follow up and answering 
my questions. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: What do you know about our company? 


WHAT INTERVIEWER LOOKING FOR: 


Serious candidates do their homework and understand the company at least some from the 
website or other simple research. 


Give you a chance to link your experience to the company. 


Gauge how much they need to explain the company to you as part of the process. 


YOU’RE RESPONSE KEYS 
Do your homework. This question can really make you shine. 


Key in on a few facts. All doing is proving you did homework not a company history 
presentation. 


Drop ina key initiative they are doing. Particularly if part of your Interviewers division or area 
you may work in. 


EXAMIPLE 

Oh...1 am very familiar with XYZ Company since you are such asleaderinthe __ industry. 
Actually, I am a customer of yours as well as I useyour ___ product and really like it. | was 
reading an articlein_____ about your expansion into the European market. That seems like a 


great move and by the way did I mention | also happen to be fluent in French if that can ever be 
of help. 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 
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INTERVIEWER QUESTION: Why do you feel you are qualified for the position? 


WHAT INTERVIEWER LOOKING FOR: 
Are you qualified in terms of skills and experience? Does not want to waste time. 


Wants to see you respond directly to make it easy to see you fitting into the company and that 
specific job. 


YOU’RE RESPONSE KEYS 
Take the job description and link your experience directly to that. 


More than reciting facts. Recite fact but also talk about why you are great in the areas of their 
particular need or skills they desire for the job. 


EXAMPLE 


Looking at the job description | see you are looking for someone with key experience and skills 
relatedto.,_ _,and _.Asa __ | havea great deal of experience in all 
those areas. In fact, at my current company | have achieved success around each are and been 





recognized for that. (Then expand in a little more detail on those areas). 


LIST YOUR IDEAS, TOPICS, AND EXPERIENCES THAT CAN HELP YOU ANSWER THE QUESTION 
HERE 


WRITE A SAMPLE REPSONSE SPECIFIC TO YOU HERE 


Copyright of Steve Ballinger And Skill Build Online and Steve Ballinger and cannot be reproduced for 
commercial use. 


